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&. After hours work on files.
B. After hoars treining of s new secretary.
¢. Emergency requirements.

g Tsken To Reduce Overtime Gostas

8. The warklosd bas been redistribeted. After hours filing
i no longer regaired.

b, Owartize work Is now puthoriged only for top pricrities,

¢. Estimated savings for ¥¥ 1958 - $279.00 (& nowrs).
Batimate of savings for FY 1559 - $365.00 (100 boura).
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1. Overtime Costs FY 1957:

$251.22 (7h bours); an sdditional 20 heurs of overtime were ligul-
dnted in the form of compsnsatory lewwe.

2. Ceuses of Overgime Worked:
s. Uoexpectsd demmnds.
B. To mest deadline for pubiication of OTR Bulletin

a. Overtise is now suthorised only for emsrgency requirements
of the Birector of Traising and higher officisls. This messure should
raluoe overtime costs by 505. Estimgted savings for FY 1958 - $125.00
{37 nours}. Estisated savings for ¥Y 1959 - $185.00 (37 howrs).

k, 19 Reduce Overtime Costs:

&
N
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1.

form of empensatery lesve.

a. Clerieal werk for dssdline dutiss sapd werk on retiresment reccpds.

b. VWerk {a ¥raining sid Evslustion Branch to aid in svsmarising
final syalustions for the Operations Course.

¢. Development work for the Operstions Sohool [ |

4. Beoriag and processing of test results and special processing
of Fitaess Bepert research by Research Branch. 1ee

, e. Testing recruits and scoring results by Testing Bervice Branch
with sssistance fyom Besesrch Branch if necssaaxy.

f. Emsrgency covert sssessmmots by Assessment Branch

25X1A6A

3.

: 8- Work in sammeriging final evalusticns fer the Operstions Couxse
is now perfawed during regular bhours.
b, Scoring snd proveesing of test results snd speeisl processing
af!&taus:qwrﬁnnumnvhhythaﬁumu&hﬂmunh1;1wvymﬂhnuﬂ¢kwhm

8. Eotimated sevings for FY 1958 - $1,846.55 (583 heurs). ‘
sovisgs for TY 1559 - ALIONT 36 (605 wouas), T 7 03 heEe). Eetimated

.

@. Imgroved lisison with reqgulters and JOT steff could reduce
smergencies created by bringing im reeruits ever the week-end for testing
ond seoring. Sush testing end scoring can emsily e scheduled during the
regalar work bhours.

¥
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L. Qvertime Costs FY 957:

$3,353.79 {1,187 kours) The breskdo:n {oilows:

?. Pergonpel Bsciion:

s. Qvertime Coste FY .0

$hon.00 (135 roura)

b. Cuuses of Overtize Osed:

{i) Baekle: of osting and fil.mg.
(¢} Preparstion of Career “erv.ce Bomrd Asends.

_ {3} Cleriesl supyort to Swituréaey morning LLeff Puty Officer
g snd Dimsotor of Traiglng.

e¢. Messures Tshen to Reduce Overtine Cosls:
{1} Bmeklo; of work is Bos under comireli.

{¢) Preperation of Career lervige lossd hoende s pow erforzeu
during regulsr futy Bours.

{3) Eevimstes savings Tor PY 159 - #¥ub (GU beurs). BEstimet:d
savings for FY 19499 - $&.5.00 (U5 bouvs;.

. Mfﬁ and Fisesl Seotiom:

$5k1.79 (166 hours)

b. LCHuNes {

y *“am Huskodl

{1) preysration of Bejueasl for FI 1507 Quareting Bud et snd
Y 1558 rrelivipary Esticstes.

(R} Preperation of Rejuem Tor O0fi¢e Betumtes FY 50

To reduce g‘.@n;%ﬁqns;

(1) 'The Cosptroller is plemning %o perwmit an Mdditions. .eal Fayy
the preparation of the §ffiee Bstimates FY 1066, This <111 provide € seexs Vo
enoh of the budget exervises.

- e

Approved For Release 2002/08/22 : CIA-RDP61-00274A000100120003-1



25X1 Approved For Release 2002/08/22 : CIA-RDP61-00274A000100120003-1

Approved For Release 2002/08/22 : CIA-RDP61-00274A000100120003-1



Y

Approved For Release 2002/08/22  CIA-RDP61-00274A000100120003-1

e. Nessures Tmben Io seduce Overtige Cosls:

{1j Bos Tul.y staffed.

{3} Baekig.s of oIk

{3) Retizated seving
istipated seviegs Tor Y 1457 -

4. Kote:

ngee Deen raduced.

s for FY 1900 - $366 .0 (Lae hours ).
3366 .00 (122 hours).

The Fesistrsr Seelion Lecume 3 Lraach Wb Eerel L¥hi.
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095 . 55 il;ﬁm nours ineluddng 51 hrs. for cleriosl)

- abditional 132 hours of overcim wers liguidatod Lu the form of
copansatary leave. datod form

.MMW" V’ | . ; " ‘. | | FF P ¥ ¥ m
Mmmmwmwﬁmmnmumamg
mm;&mww veguirasests 67 the Director of Traiaing {51 hours}.

b. Overtime peqaired for Trainces abtached to cpereting offices for
! of m“hy desdlines sot by these offices {1,539 hre. woushored,

Talen to Bpqune gvertiw Comie:

for Wj‘gy the Director of Tralsming. Setween Sy and s
Boteber 195T no overtime wrk wes performed by the JOY clerisel eteff. is
nesgare should relmre clericsl evertime cowts by spproxipately 33%. Retizate
savings for Y 195° ie $50.00 {17 bouwe}.

Piscussed with the Comptawiler p the peseibility of tracsferving
WMWW#%wmnmaMm AR hae very little

Teainee m 2 ’eaﬁmamummmumﬁwumm.m
avertime payyolls normmlly smount to loss than $500.00 but may regaire over
50 seperate adjurtments.

. Elimisate sl overiime cobts Por Tralness. ™e cost of Praines
m’itw, queﬁ'a‘wwwistmmmw{i
WMngim W}*m‘gﬂ.

sevings FY 1958 - $ 4,155.00

Batimatod 1,110 hours }
Estinated swvings FY 1959 - $10,000.00 gaiééé hours }

5. Mote
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1. Qvertime Cests FY 1557:

$ 5,388,y (1,659 bours). #n sdditiomsl 36 hours of overtime wore
liguidsted in the form of compensatory leave.

#. GCauses of Qvertime Worked:

a. Audio aid support of lapguage 1sbs - 254 bours overtime per veek
through Mareh 1557 snd 11 hours theresfter (1,152 hours).

b. Andie sids support of file preduction at night, running fiizgs at
fessrve meetings and after hour sho.ing of flims for OFR sehools. (327 hours)

e, Visus) sids - preparstior of training alds and exbibits to seet
diadiines {35 bours).

d. Reprodeetion of trainimg meterizis on mimpsograph (39 howrs).

3. Messwas Taken to Reduce Overtime Costs:

s. Auiie aid support of the languhge l=b hes been reduced rm;,iﬁﬁgm
hours per wesk to 1l houre per week. Eestizated savings for FY 1558 - 582, W2.50
{725 nours). Estizeted savings far FY 1959 ~ 32,332.35C (725 hours).

b, The reproduction upit hes been trensferred to Supcly shd 3ervices
Ssction. Estiveted savings for PY 1950 - $1205.70 (39 bours). Estisstad savings
for FT 1959 - $128.70 (39 bours).

e. The Visus]l Aife unit has been tremaferred to the Intellligence
School. Rstimated savings for FY 1958 - $115.% (35 hours). Estimeted savings
for FI 1555 - $2i5.30 (35 bours).

4, Qther Measures That sy Be Tasen Fo Reduge Overtime Costs:

8. By eiosing one of the langusge lebs an estimated 33,015.00
{550 hours) could e saved In this srenech.
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i. Overtime @m FI 15 ‘2",? t

$182.81 {33 hours), In addition 353 hours of overtize were liquideted
in the form of compunselory leave.

£. Cousen of Overtine Worked:

a, Qleriosl work to reet I'il: desdlines inecluding seript work en
set {53 hours).

b. Professional work imvolved in meeting filp production deadlines
{33 hours eompemsatory time).

3. Nessuyres Taken To Redues Overiime Cpsis)

&, The we of & cowperaial sound studie whieh reguired 19 hours of
elerienl and 1 hours of professionf]l evertinme ls mot expected to recur.
Estinated sevings for PY 1558 - $65,55 {19 hours). Bstimeted savings for
FT 1959 - $65.55 (19 hours).

b, Prefessiopal employees are required to liquidate overtine balances
in the form of compensutory lesve.

4. Qtber Messures Fhat Mey Be Taken To Reduce Qvertime Costs:

&, Rope reconsended.

(Bffective ! July 1957 the Filas Production Branch was consolidsted -ith
the Instructional Serviees Braneh.)
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J%u of Overtime Usage & Coats
L) lehom
m.amm ZLL

1. gvertive Costs ¥ 1957

The Intelligenee School spemt $1,192.9% fer ki hours of peid
overtine; an sdditionsl 530 heurs ar ourtxme «ere Liguidated im the form

of sospensstory time.
2, Ceuses ﬁ Overtine dorked;

8. To sssemble the Imtelligence Produsts E-hibits (M0 hours per yeer).

b. To taks care of referensc work snd the jublicatior schedule of
the Instructor’'s Quide (20 hours).

¢. Teo secorplish the normal work #uring the absenge of empioyecs
on sick, emergency And annunl leave.

d. To revise cisss maverials.
e, To meet emergenciles such ss late registrstions and Lesk loscs.
3. Messures Taken Top Beduce Gvertize Coatu:

s. The Intelligense Products Exbikit is nov set up during reguiar
working bours ssving kU hours of overtime per year.

b. The refersnce wvork and publicetion schedule of the Instructor's
Guide hes been gompleted {savings &0 howrs).

¢. Overtime gsused DYy proldoged @:ployse sickness is not erpected
o recur.

4. Empleyees ip grede G5-1) and sbove sre encouraged to Liguidnte
overtine belances in the form of chapensalory lesve.

e. Estimated savings for FY 195 - $280.00 (8C nours). Retlamued
savinge for FY 1959 - $280.00 (€0 bours).

k. Other Messures which My Be Tuken Yo Hedues Overtime Costs:

a. As psrt of the work schedule provide scheduled pericds for iha
ligwidstion of overtine balanges.
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1.

e Sehool of International Comsuniswe Worked 22 hours of paid
overtize st & eost of 370,53, OF thiz smount $26.55 was ebarged agsinst
spother sllotment. An sddiilonal 1] hours 6f overtime were liguilated
in the fore of compensstory leave.

2, Causes of Overtime;
a. lUnseheduled treining of Torelge nationals.
b, Energsneies.

3. Mensures Taken to Reduce Overtive Requirements:

a. Nons. He eamnot refuse 40 train feoreig: peticnsls at night
or over ths week-snd.

L. Other Messwres Which May Be Twken o Reduee Overtime Costa:

. Require that overtive for employees in srade G8-1! and aduve
be ligquidated in the fora af compensétlor)y lsave.

w}Be
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8: Claricsl wik in pregering sterials for new sves and L
courses, veovgamtsing filing systems snd elimiveting besklogs {586 hour J.

b. Opevmtion of two language labs sinee April 1907. 3Both lsba are
fron O700 $0 2070 onday thaough Fridey. Oue led h c@m Prom 1000 o
e hours provided 4o mypport the lade.

€. After hours instruction {vouchersd A5 hours, comirect 348 hours).

M&m&% ng m#l, E

The adiittonal eost of §50,000,00 repepents the cost of 33
mwwm WW& Instead of
mmmm mmmammm
mmm ' overtize.

?.Wm” T eem be
- Lot ]
1 tonal aﬁ.ﬂn (m mm Y :wm -
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pb:

be Pub the two tevimiciens ot the I Building lab on & staggered
wwmw s:ummuwwaymmmm
£030 howrs of werk cen bo schelnfied to ovids full coversge and
ellixingte overtise. Sstiamted savimgs §$5,075.00 (1,450 bours).

¢» Epmine the sttrition yste of glasses started with 5 studeats.
umwmuummmasmummm
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of work ave aég} ko W sexvisse in support of operstions v

dayees in grade GS-11 and above w1k be pranted comperdatme

3+ There are coptain sfetntstoative actions whdah v

continuous o L , ifim m@mm JOUT prograns
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4, Indtiate reeruitment scticos in alvance of vacancies for eriticsl
pogitions and positicse with s hlgh taxnover rate. Provide yoursell with s
regerve of prospective wplorecs who R COMS eboard when neodaed.

¢. Criticslly review regueste for overtime wirk.

4. sehedule wors within your authorived cedling so that the essentlial
work of employess sdbsent on annual and aieh lcave can be absorbed without re-
course to owverilme.

€. Train your cuployess in depth so tbst essactial work of absert
amloyess can be sbeorbed withoul recourse to overtime.

f. Plan your work schedules in sdvance ang by pheses if netegsary.
fvertime should not be reguired for work with deadlines of 5 weess S0 J mombis.

ze Where overtise is schedalod &s jart of & eourse or film productio:
sehodule o period for the liguidation of ecmpensstory time st the el of the
course or prodaction., This permits the tiguidation of compensstory btime balancos
tefore the start of new work.

he Roview the campensatory time balances of your expioyees paricdisslly
and supervise the ligwidation of such salmnees o that ceash payeents will not
he Necosuury.

i. Acquaint yourself with the capabilities of OFR service unils.
Avoid giving work with impossidle deadlines to the servies units.

Mreetor of Tralaing

F:
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